NC DEPARTMENT OF
HEALTH AND

HUMAN SERVICES

COVID-19 Vaccine Management System (CVMS) - Provider Portal

Offer Your Extra Vaccines Through Vaccine Marketplace Job Aid

If you have a surplus of COVID-19 vaccine doses, first contact your assigned Hub. If Hub is unable to accept
transfer of your surplus doses, use the VACCINE MARKETPLACE in the CVMS Provider Portal to directly
coordinate with another provider and agree to transfer COVID-19 vaccine doses.

Please follow the instructions below to learn:

1  How to Contact your ASSINEd HUD ........oiiiiiiii et s e e s sareeeeas 1
2 How to Search Wanted VacCing LiSTINGS ....cccuvieiiiiieiiiiiiecieee ettt e et s e e s v e e s naa e e e s nree s 2
3 How to Post an Offer for your Extra Vaccines in the Vaccine Marketplace.......cccooveeeeieicciiieeeeeciccinns 5
4 HOW to Transfer YOUI INVENTOIY ....coiciiie ettt ettt et e et e e e ette e e e sbt e e e esataeeesabaeeesntaeesensaeessnnes 7
5  How to Maintain your Offer Posted in the Vaccine Marketplace.......c.cccoecveeieciiiiccciiee e 10

Only users with a HEALTHCARE LOCATION MANAGER profile can request doses from other healthcare
providers.

1 How to Contact your Assigned Hub

Hubs are locations contracted by NCDHHS to serve as COVID-19 vaccine repositories. Hubs consolidate
vaccine inventories that are dispersed among multiple providers. Most providers will be assigned to their
closest Hub and should contact the Hub to see if they can collect your surplus of COVID-19 vaccines.

These designated Hubs are also able to deliver and/or facilitate vaccine pickups if a transfer is requested.
There are currently 11 Hubs spread across the State (Hub 7 was removed):

{:]?} Hub 1 Currituck County Health Department Currituck
@% Hub 2 Buncombe County Health and Human Services Buncombe
‘ @ @ Hub 3 Catawba County Public Health Catawba
‘t E} Hub 4 Cumberland County Health Department Cumberland
Hub 5 Durham County Health Department Durham
Hub 6 Forsyth County Health Department Forsyth
Tip: To check if your location was assigned to a Hub:
. i . Hub 8 Moses H. Cone Memorial Hospital Guilford
navigate to the Locations tab, click on your account
p . . Hub 9 Henderson County Health Department Henderson
name (not the location name), in the Details tab of the
record, scroll down to Hub /nformatjon_ The Hub Hub 10 StarMed Family & Urgent Care - Freemore Freemore
allocated to your location will appear under PRIMARY Hub11l  Vidant Medical Center Pitt
HUB ASSOCIATED TO THIS LOCATION. If it shows Hub 12 Wake County Human Services Wake

empty or indetermined, feel free to contact the Hub of
your choice to confirm if they can support you.
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If you have a surplus of COVID-19 vaccine doses, first check if your assigned Hub can collect them. If
they cannot accommodate you, or you do not have an assigned Hub, you can check the listings of
requested COVID-19 vaccine posted by other providers.

1. Contact your assigned Hub.

2. If you both agree on the conditions of transfer, you can initiate an Outbound Transfer (see the
fourth section of this document for detailed instructions).

2 How to Search Wanted Vaccine Listings

If the Hub cannot accommodate you, check if other providers in your area are looking for COVID-19
vaccine doses. If you don’t find any, you can post a request on your own in the Vaccine Marketplace.

1. Navigate to the VACCINE MARKETPLACE tab in the CVMS Provider Portal.

A NCDHHS

4/ CVMS Provider Portal

Recipient Appointments Locations. Bulk Registration Vacine Inventory Vaccine Marketplace Shipments

You are currently logged in as RPA Loc 1

2. Change the view to Seek Transfer Match — Wanted (Active).

NCDHHS

CVMS Provider Portal

Recipient Appointments Locations Bulk Registration Vaccine Inventory

You can utilize Vaccine Marketplace to facilitate transfers with other enrolled providers in your area. If you need additional vaccines for your provider location, please utilize the 'Seek
Transfer Match’ to identify a location near you to facilitate a transfer. If you are looking to transfer out additional on-hand vaccine inventory, please utilize the ‘Seek Transfer Match’ to
document the amount of inventory you have on hand to transfer out. Please note, you will need to coordinate directly with the other provider to coordinate vaccine transport.

If no transfer is available to fulfill your provider location’s needs, please submit a vaccine allocation request through the NC DHHS Vaccination Allocation Request Form.

Mote there are several Seek Transfer 'List Views' available to help you filter by Request Type & Status. The 'My Seek Transfer Matches' can be used to view records you have created.
You can save your favorite view as your default by clicking the pin icon. You can modify your display between Table & Kanban view by clicking the grid icon.

New Seek Transfer Match

Orders
All Imported (VTrcks) OrdeE ¥

Oitems (

Updated | slist. o~ E- c g ¢'Y

Q|

Seek Transfer Match - All 4 StartD.. v | Number of Or... ™ | Created Date

Seek Transfer Match - All (Active)

Seek Transfer Match - Extra (Active)

Seek Transfer Match - Wanted (Active)
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3. Click on CITY or COUNTY to sort the records in the ascending or descending order by location,
and easily spot providers located nearby.

NCDHHS

CVMS Provider Portal

Appointments Locations Bulk Registration Vaccine Inventory Vaccine Marketplace

You can utilize Vaccine Marketplace to facilitate transfers with other enrolled providers in your area. If you need additional vaccines for your provider location, please utilize the ‘Seek Tra|
If you are looking to transfer out additional on-hand vaccine inventory, please utilize the ‘Seek Transfer Match’ to document the amount of inventory you have on hand to transfer out. |
provider to coordinate vaccine transport.

If no transfer is available to fulfill your provider location’s needs, please submit a vaccine allocation request through the NC DHHS Vaccination A

Note there are several Seek Transfer 'List Views' available to help you filter by Request Type & Status. The 'My Seek Transfer Matches' can be used to view records you have created. You ¢
“You can modify your display between Table & Kanban view by clicking the grid icon.

Orders
Seek Transfer Match - Wanted (Active) v #

Sitems Search this I§
Order Number v | Account Name City vf Manufacturer | Br.. v | D.. v | Created Date v | Last Modified D)

1 ORD-0017244 DoNotUse - NotRe.. g LIty Pfizer-BioNte... = 50 6/2/2021, 446 A 6/2/2021,4:46

2 ORD-0017341 Training Team Vacci... Wake Raleigh Moderna 100 6/9/2021,8:54 PM 6/9/2021,8:54

4. Select the Request that Match Your Needs by clicking on the ORDER NUMBER.

Orders
Seek Transfer Match - Wanted (Active) » ¥

s. Request

Search this list.. f- EHy C £ €Y
Order Number Vv | Account Name v | County * | City Vv | Manufacturer v | Brand Vv | D.. V| Creats
ORD-0017244 DoNotUse - NotRe... Stokes Big City Pfizer-BioNte... 50 6/2/20
| e |
2 ORD-0017341 Training Team Vacci. Wake Raleigh Moderna na 100 6/9/2(
—
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5. Review the inventory details, and contact the other provider directly using the HCP CONTACT

PHONE and HCP CONTACT EMAIL.

ﬁ NCDHHS

&/ cVMS Provider Portal

Appointments Locations Bulk Registration Vaccine Inventory:

Order " .
ORD-0017342 B Clone

Training Team Vaccine Provider - Site 1 Active 300

DETAILS RELATED

~ COVID-19 Vaccine Seek Transfer Match Instructions

on, fon. Thisis NOT a State allocation and is intended to aid in communication and
coordination between provider locations. Please see the steps below that outline how to use the Vaccine Marketplace:
1. Fill out this form to request additional inventory as transfer or to transfer out inventory from your provider location.
itor the Vaceine Ma yourneed.
match isidentifies der to coordinate transport, Vaccine cannot be transported until the transfer in CYMSis approved.
ransfer in CVMS, Please see this user guide with exact instructions:
5 doses pervial for Janssen (J&J). J—
~ Seek Transfer Match Details
Account Name Status
Training Team Vaccine Provider - Site 1 Active
Doses (Number Status Indicator
300
~ Additional Details if Extra (To Send Outbound)
Associate Lot Transferred
Lot 1234567 1234567
Dases Per .
(195 MDV) COVID-19 Vaccine [
Sending Location Par ccount (Org)
Training Team Vaccine Provider

=

—

Read the general instructions

Read the details provided by the other
provider

Contact the other provider directly
using the HCP CONTACT PHONE and
HCP CONTACT EMAIL

6. If you both agree on the conditions of transfer, you can initiate an Outbound Transfer (see the

fourth section of this document for detailed instructions).

OR

6. If no provider is looking for the type of COVID-19 vaccine product you are offering, post an extra
dose availability offer in the Vaccine Marketplace to let other providers know that you can support

them.
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3 How to Post an Offer for your Extra Vaccines in the Vaccine Marketplace

1. Navigate to the VACCINE MARKETPLACE tab in the CVMS Provider Portal.

2. Click on NEW SEEK TRANSFER MATCH.

ﬁ NCDHHS

_J/ CVMS Provider Portal

Redipient Appeintments Locations. Bulk Registration Vaccine Inventory

You can utilize Vaccine Marketplace to facilitate transfers with other enrolled pi

If you are looking te transfer out additional en-hand vaccine inventory, please utilize the ‘Seek Transfer Match’ to document the amount of i
provider to coordinate vaccine transport.

Ifno transfer is available to fulfill your provider location's needs, please submit a vaccine allocation request through the NC DHHS Vaccination Allocation Request Form.

Note there are several Seek Transfer 'List Views' available to help you filter by Request Type & Status, The "My Seek Transfer Matches' can be used to view records you have created. You can save your favorite view as your default by clicking the pinicon.
You can modify your display between Table & Kanban view by clicking the grid icon.

Orders.

sinyour area. If you need additional vaceines for your p

Vaccine Marketplace Shipments

ite 3 transfer.

der location, please utilize the ‘Seek Transfer Match to identify a location near you to fat
ntory you have on hand to transfer out. Please note, you will need to coordinate directly with the other

New Seek Transfer Match

3. Complete the New Order: Seek Transfer Match form with the following details:

New Order: Seek Transfer Match

COVID-19 Vaccine Seek Transfer Match Instructions

is form to indicate if you have extra
your location. Thisis NOT a reuest
ler locations. Please see the steps

er provider locations. U
o you need additional v
munication and coordination bef

or totransfer out inventery from your provider location.
our need,

und requests must be made in increments of doses available in full and unopened vials: 6 doses per vial for
0 dloses per vial for Moderna, 5 doses per vial for Janssen (J&J)

Seek Transfer Match Details

* Doses (Number

Additional Comments (Optional

There are 2 different lots available:
3 expiringin July 15,2021 /100 doses
Cbe 200001 VA

Additional Details if Extra (To Send Outbound)

B Lot 123456 Exp 5712022

Additional Details if Wanted (To Receive Inbound)

~Nane

Requesting Provider to check box below to confirm adherence to each requirement:

ndling guidance for vaccine transport:

-handling-toolkit.pdf

ugh the NC DHHS

System Information

Simon Couderc

¢ Read the instructions at the top of window

¢ Request Type: select “Extra (to Send Outbound)”
e Order Start Date: enter today’s date

e Account Name: select your location account
name

e Status: select ACTIVE

e Doses: enter the number of doses you are
offering

e HCP Contact Name/phone/email: who to
contact to agree on the transfer

¢ Additional Comments: be as detailed as
possible. For example, “These Extra doses of 400
doses are split over six separate inventories. Here
are the number of doses per lot and expiration
date: xxx — xx/xxxx”

e Associated Vaccine Inventory: select the lot
number you are offering. If you scroll down, there
is a section allowing to declare multiple
inventories.

e Additional Transportation/Storage Details:
enter details on the storage conditions (optional)

e Adherence to all Requirements: read
requirements 1 and 2 and select the checkbox to
agree to them

e Click SAVE.

COVID-19 Vaccine Management System




, NC DEPARTMENT OF
i HEALTH AND

HUMAN SERVICES

4. A provider may express interest in receiving your vaccine by creating a MARKETPLACE INQUIRY.
You will be notified via email of the inquiry. Note: interested providers might also contact you
directly by email or phone.

From: MC CVMS <ncovms@dhins.nc govs- A
Date: Wed, Jul 14, 2021 at 5:20 AM

Subject: Sandiox: COVID-19 Vaccine Marketplace Inguiry

Ta:

fT)NCDHHS
z COVID-19 Response

J-“

NC Department of Health and Human Services
Hello Nicole HCP Tester,
Please see below for details of a Marketplace Inquiry from another Account regarding one of your COVID-12 Vaccine Marketplace "Seek Transfer Match® reguests.

Reguest Details:

* Requesting Account Name: TestLocl -DoMotUse

* (Created Date: 7/14/2021

Inquiry ID: MKTINQ-0054

Doses: 5

Manufacturer: Moderna (14 doses/vial) COVID-19 Vaccine
Lot: 19128

Contact Name: testname

Contact Number: 703-795-2894

Contact Email:

Transportation Request: Both Delivery & Pickup are viable
Address:

Additional Details: josh test address 1 v

5. Toview all the inquiries received on a listing, navigate to the Vaccine Inventory.
6. Open the listing you created.

7. Click on the RELATED tab.

8. Click on the MARKETPLACE INQUIRY NAME link to open it.

Recipient Appointments Locations. Bulk Registration Vaccine Inventory Vaccine Marketplace
Order .
ORD-0019684 Create Inquiry Edit Clone
ccount Name Status Product Doses Avallable for Transfe: Auto-Update Avaliable Doses? (A Order Start Date

DaNotUse-NotReal oc Hotfix 1 Active Moderna (14 doses/vial) COVID-19 Vaccine 1,000 7/1/2021
DETAILS RELATED

Marketplace Inquiries (6+) New
Marketplace Inquiry Name ~ Status Requesting Account Doses Requested
MICTING-0000 Open TestLoc-DoNotUse2 12,345 -
MKTINGQ-0003 TestLoc1 -DoNotUse 50 A
MICTING-0004 Open 712PE 10 v
MKTINQ-0006 Open TestLoc-DoNotUse2 100 L4
MKTING 0007 Open v
MKTING 0027 Open DoNotUseVILocl_hothx1 140 -

View Al

9. Once you contacted the inquirer, you can edit the inquiry status to COMPLETE or REJECTED BY
REVIEWER.
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4 How to Transfe ur Inventory

1. If you agree with the conditions of transfer with another provider, you can INITIATE AN
OUTBOUND TRANSFER.

2. Navigate to the VACCINE INVENTORY tab in the CVMS Provider Portal and select the Vaccine

Inventory record from which the doses you have agreed to transfer will come.

ﬁ NCDHHS

&'}/ cVMS Provider Portal

Recipient Appeintments Locations Bulk Registration Vaccine Inventary

Insufficient Quantity Inbound Transfer ‘Outbound Transfer

Vaccine Invento
ﬂ All Vaccine Inventories v ¥

it e ety Hame o Fltared by ALl vaceing yentor s + Updated a e secance sze rch this fst.. a- ®m- ¢ e Y
Vaccine In... T~ | AccountN... ~ | ProductName v | Usage(First.. ~ | To.. v | D.. v | D.. v | Ex.. v | D.. v | Lot v | Status v | ExpirationD... v | DateReceived v | Created Date
Delivery 03/05, Clinic Location1  Janssen COVID. First Dose only 100 98 2 o] 4441241 Available  3/5/2023,12:00... 3/5/2021,10:53 3/5/2021, 10:53. A4
Clinic Locationl ~ Pfizer-BioNTec...  SecondDoseonl.. 50 -48 3 30 2. 123 Available 3/2/2021,10:01..  w
Clinic Location1  Janssen COVID. First Dose only (. 300 293 7 1] Lot3321))  Available 3/4/2021,2:06.. A4
4 ot 1234325 Clinic Lt First eonly(.. 1,000 976 24 1] 1234325 Av: v
Lot 222 Delivery... ~ Clinic Location FirstDoseonly(.. 1000 995 5 [} Lot222 Available v

3. Click on the RELATED tab then click NEW to create a new ORDER.

@NCDHHS

CVMS Provider Partal

Home. e Vaccine Inventory

Vaceine Inventary
m Grace Pfizer Inventory Request Trar edistribut

RELATED

Appointments (6+)

4. Select TRANSFER OR REDISTRIBUTION, then click NEXT.

New Order

Select arecord type

E Transfer or Redistribution

Seek Transfe

r Match

|
o E
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5. Complete the TRANSFER OR REDISTRIBUTION form.

Mew Order: Transfer or Redistribution

Read the general instructions

]

Complete Transfer Information:
e Account name: select your location
. name

e Vaccine Receiver: select the location
name receiving the transfer (use search
if necessary)

e Dose Transferred: enter the quantity

e Reason for request: refer to the
marketplace

a

J1

If the receiving location is not part of your

organization, also complete that section:

e Receiving Account name: enter again

- the location name receiving the transfer

e Location Street, city, zip code: enter
receiving location address information

e Receiving Location Primary Vaccine
Coordinator: enter contact name phone
and email address

\ Read and Select the ADHERENCE TO ALL
REQUIREMENTS checkbox

. n sz © Complete the transfer details only when
s P the transfer has been approved and
arranged (see step 9)

6. Review your form and click SAVE.

7. NCDHHS will rapidly review the application and approve the transfer.

COVID-19 Vaccine Management System
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8. You will receive an email notification indicating that the transfer request order has been
approved.

[External] Sandbox: CDC COVID-19: Transfer/Redistribution Approved - 100 doses to Te...
NC CYMS <ncevms@dhhsnc.govs ) Reply | € Replyall | —> Forwerd
To Thu 2/11/2021

@ i there are problems with how this message is displayed, click here to view it in a web browser,
Hello
Your Transfer/Redistribution request has been approved. Please see below for details and send this as soon as possible.

Transfer/Redistribution Details:

+ Sending Location: Clinic ABC Loc 1

» Receiving Location: Test Location

+ Doses: 100

*  Vials: 20

+ Lot:509

o Vvaccine Product: Pfizer-BioNTech (5 doses/vial) (195 MDV) COVID-19 Vaccine

Need support? Submit your question to the help desk here: https://ncgov.servi ices.com/csm _vaccine.

Thank you, NC Department of Health and Human Services

Division of Public Health

N

e |

(2]

DEPARTMENT OF
ALTH AND
MAN SERVICES

I
cm

9. Prepare the transport of the transferred vials.

Note: You can check the NCDHHS guidance for transport of COVID-19 vaccine at
https://covid19.ncdhhs.gov/media/3070/download?attachment.

10. Navigate back to the TRANSFER OR REDISTRIBUTION record on the RELATED tab of the VACCINE
INVENTORY record.

53y NCDHHS

CVMS Provider Portal

ORD-0000271 -

DETAILS

~ COVID-19 Vaccine Redistribution/Transfer Request Form

fer of COVID-19

~ Transfer Information

~ Approval

e Enter the date and time
of the transfer

v Sending Location Details I
I >

o o e Sending Location
« System Information Comments: indicate
A D SR B et gt 1202310 4 transport details

11. Click SAVE

COVID-19 Vaccine Management System
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5 How to Maintain your Offer Posted in the Vaccine Marketplace

After 21 days, your post in the Vaccine Marketplace will expire. You can extend or close your post prior to
the 21 days. After 21 days, you can clone your form and post a new one with the same information.

1. Navigate to the VACCINE MARKETPLACE
tab in the CVMS Provider Portal.

Provider Portal

@ NCDHHS

Home Reciplent

2. Change the view to MY SEEK TRANSFER
MATCHES.

3. Open the request you wish to extend,
o P B 1K close, or clone.

& I My Seek Transfer Matches v # I

D i

.1 Extend or Close your Post (if not expired)

4. Click on EDIT at the top right
NCDHHS corner of the screen.

4/ CVMS Provider Portal

Recpient [—— et BulkRegitration 5. To Extend the request: update
the ORDER START DATE to Today’s
ORD-0017342 o date to reinitiate the 21-day count-

R — acie w down.
6. To Close the request: update the

DETAILS RELATED

STATUS to Closed/Inactive and
select an INACTIVATION REASON.

~ COVID-19 Vaccine Seek Transfer Match Instructions

tch Instructions

is a request to seek a transfer match with other provider locations. Use this form to indicate if you have extra vaccine available for
transfer to other provider locations OR if you need additional vaccine at your location. This is NOT a request for State allocation and isintended to aid
in communication and coordination between provider locations. Please see the steps below that outline how to use the Vaccine Marketplace: 7 CIle SAVE_
1.Fill out this form to request additional inventory as transfer or to transfer out inventory from your provider location. *
lace to identify a‘match’ for your need.

ork directly with the provider to coordinate transport. Vaccine cannot be transported until the transfer in CVMS is

vial for Maderna, 5 doses per vial for Janssen (J&J).
~ Seek Transfer Match Details

ype
Send Outbound)
Account Name

Training Team Vaccine Provider - Site 1

Daoses (Number) Status Indicator
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@cotis, 4. Click on CLONE at the top right corner of the screen.

Home Recipiont

P e | 5. Update the ORDER START DATE to Today’s date to
reinitiate the 21-day count-down.

6. Update the Status to ACTIVE.

~ COVID-18 Vaccine Seek Transfer Match Instructions

515 NOT 3 request for State alloc

7. Update any other fields if necessary.

svo 3. Click SAVE.

If you have any questionsorissues, please go to theCVMS Help Desk Portal
at https://ncgov.servicenowservices.com/csm vaccine and select the "Vaccine Provider" option to
submit your question or issue.

You can also call the COVID-19 Vaccine Provider Help Desk at (877) 873-6247 and select option 1.
The COVID-19 Vaccine Provider Help Desk is available during the following hours:

Monday to Friday: 7a.m.—7 p.m. ET

Saturday: 8 a.m.—4 p.m. ET

Sunday: Closed

Version 8 — September 15, 2021
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